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	This file shows how to use the images compression in Excel Word and PowerPoint to make you file sizes smaller. his will greatly help in the process of e-mailing or submitting your files. 
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While in Any Office Product, Select any graphic in your file and right click on it. 
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	Select the Format Picture... menu item
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	The Format Picture dialog opens

Click the Compress... button
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Select the All pictures in document radio button
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	Select the Web/Screen radio button
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Ensure that both of the check boxes at the bottom of the screen are checked. 
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	Click the OK button
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Click the Apply button
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	Click the OK button
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All of the pictures in your file will be compressed giving you dramatically reduced file sizes. 
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	Developed by Greg Shorts for free distribution
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